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APPLICATION FOR RECORDS RETENTION SCHEDULE oSPARTMENT 4FF ICE OF We SECRETARY ARCH,VeSAND OF STATE HISTOR\( 
' RECOROS MANAGEMENT DIVDION . .~. - -. -. ~ ~ ~~ . . ~ . .  ~ ~ r -. . . ,=-_.-; .-.. _ _ _ I I ~ ~ _  ~ . . ._.. 

INSTRUCTIONS: Sea Publicstion No. 76-RM-1 for insructions on cornpietin4 this form. Forward signed original to 
Department of Archives and Hincry, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 

-. 
Amntion: Scheduling Saction. 

~~ ~a...~ ~~~ - ~~ .~ ~ 

~~ ~ .~ 

Department of Education 
Fiscal Services 
134 State Office Building 
Atlanta, Georgia 30334 

~~ 

~ ~ ~ . -~ ~~~~~ ~ 

,_ . . -~ 
Working Ti t le 

Looliation Date 

Wlarion Number 

The Fiscal Services Unit provides the necessary accounting services 
to all organizational levels of the State Department of Education 
for all monies received and disbursed on behalf of education in 
Georgia. 

. ~ . ~ ~. . .~  . ~~ 
~~ ~ 

_? ~ _-_--__ ~~~~~ .- .- 
'. Record S.rler Description Th is  file contains the following documents (indude form numbenand titles, ;f any): 

Attach samples of the file. 

Included are: 1. Cancelled Checks 
2. Voided Checks 
3. Deposit Slips 
4.  Monthly Reconciliation Forms 
5 .  Remittances Requests, and 
6. Federal Program Refunds 

File is arranged: Part 1 & 2 - numerically by check hmberi 
Part 3, 4, 5, 6- chronologically by month. 

. .. .~~ -.~ ~ - ~ -~ ~. . ~ -I-... F ~ - _ . ~ . ~ ~ . I - ~  ~ _ _  .~. = ~~~ . -- . Monthly Raferenca Rare How often are records referred to which are: 
20 50 

.; Thirteen to twenty-four months old __ _. . ,, 100 One to six months old __- - 
twenw-five months and older -4' 

. Seven to rweive months old - 
- ?  

.etter.$ire drawers ___.. --; Legakire drawerr - 
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~~~~~~ - ~ . -~ . ? ~  - 
.-amire . IPlaa, an ''Y'. in the Proper rnlumn) ~ ~ -I . . ~~~~~~ . ~. -~ 

a. Is this the official @py of the series? 
-1?.not~where is it) . . ~~~ I 

b. Does the series contain confidentlal informition requiring security handling? If ies, cite Iw or regulation. 

e-.kthisa.xiital recordl~ .~_ ~ ~ - - ~- .- ~~~~~ . 

d. Does this.seri~sh.ave.hi*orital or long term research value) L .. . ~ . .  ~ ~ 

~ . ~. - ,  

~~ .~ -~ ~~ 

~ 

. ;.._ll__l_,_ 
~ 

~ . ... - . . ..~ ... . . ~. ~ - ~~ . . ~~ . ~ ~ ~ ~~~ 

~. . 

~~ 

e. When one or two documents in the f ib make it hecesmw to keep the entire~file for a long period. could these 
~~ .~~ .~* .-. __ . & m m t n n  but3tddulecl r e ~ a r a t e l u l . ~ ~ ~ ~ - ~ ~ ~ ~ ~ - ~ - . . ~ ~  - ~ ~ ~ _ _  ~ ~ ~ ~ = -  ~~ 

~ _ -  ;.___.__*_i 
information conrained in. t h i s  series ever oublirhed? If ves. anach CODY. . ~ .~ ~. ~ ~ 

e infarmation contained in this series ever analyzed and/or recorded in a summarized repon? 
~ .~ 

.~ ~~~. 
~ ~. . .  

- ~ ~ .~ ~ ~ 

h. Is the:a a dupiicsti'on of this series in your office, or in another office or agency? 
~ . ~~~ ~ If ve3. where2 ~ ~ . 

iJzthir~saries foramaimaiorwrabn o f i d  reaularlv mictofdmed? -. ~ . ~ -. _ _  _ _  . ~- ~~ .~ 

-~ ~ - ~ ~ ~~ ~~~~ ~~~ - ~ ~ 

--___ ~. 
~.-_ - the rccordserier result in a mmouter orintout2 ~ ._ . 

1. R l c m k w  Rquiremnts The following requires the M e t  to be kept: 
~~~ 

2 ~ .  
~~ 

~~ ~ -_ ~ ~i .. -~ 
~~ ~ ~- - . 

~~ ~ 

-& SaaLaW ~ ~ . .  . .years. d. Audit period ___ ~ ..__years. 
-years e. Adminiarative need --;- g.~...  - .-.years. 

I. .years. f. Federal retention instructions ~~ .  yean. yean. an. c Fsdrral IN** 5* 
b. S t a m  of limitation 6 

cPL 93-380, Sect. 510 *After completion of project under a federal grant, loan or other 
Am& copy or excert of laws or regulations. Explain administrative need. 

Records are needed for 8 years because some federal grants are for 3 years, requiring 
them to be kept for that 'length of t i m e  to comply with the federal law. ~ ~ 

~ ~ arrangement. 

'? 

. .  
~ .. 

.~ ~ ~~~~ 
~~ ~.. _ .. - ~~. 

~~ . .  
~ ~~ 

~ ._.__ ~ _ _  =... - 

'2 Approved Dlrposition Inmudwie This agency renmmendr t h a t  the fi le reries'be cut off at the end of each: 

0 Calendar Year: IJ Fixzl Year: 0 Other ~~ 1. . -~ .~ then, 
-. ~. 

Hold in the current files area . month(s) -~ 1 _ ~ ~ _  yearw: then 
0 Trrndr to local holding area; hold - ~ . 

a Trandr to State Remrds Center; hold -~ 7.~-~-year(s):  then 
'I3 Demov. 
0 Transfer to Sate  Archives for permanent retention. 

. year(s1; then 

0 otha I**) 

Th.to instrucnionr apply to a l l  prior and future accumu!atioos of the series. 

I -  
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APPLICATION FOR RECORDS RETENTION SCHEDULE 
. .  I 
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DEPARTMEN70F OFFICE Of THE SECRETARY OF STATE 
"ISTORY 

RFCORDS MANAGEMENT DIVISION 

. .  

fOR AGENCY USE 

Education 
I__ 

ippllcrtion Number .Street ' '~ 
.. ~ ... ~~ r. , -.., . .  , , 

.. 

M R  RECORDS MANAGEMENT USE I 

Application Number :. : t 
~~ . 

- 7d-293 \ ,  , 
----L 

Onto RKsivd  Dam Completed 

AIJG 1 9 f97Q l A u G  2 6 1976 

i 

- I-I_- - .-_-__ c_ 
1. Record Series Description This  file contains the following documents /include form numbers and titles, if my): 

Am& samples of the file. 
Disbursing aF Department of Education funds.  

Cancel 1 ed and voided checks, 

Documents relating to: 

i 

lnduded are: 

't '. ; :ally. by check number., \ . .  

.: ~ ~ . -  

__._I_____.I_-.. 'I~ 
'-,, 

~. 

I. Monthly.Referenm RCte How often ate records referred to which are: 

One to six months old 
twenty-five months and older aL:? ~ '~ 

Letter-size drawers 

;-Seven to twelve months old A.-.--; Thirteen to twenty-four months old 20 .; 

-- .~~ -i I_ ___^_  

1. Annurl k u  of Accumulation of QeJrdr . 3. ->  . ._ 
--; Ligal-size-draweis -L"___-; Shelves : Other Icpucify) 

boxes . .  
. .  

-.-*---A?.+ ..~. --I- . ,  

I-80-11; Rw. 76 IOwr) 



t ined in this series ever analyzed and/or recorded in a summarized report? 
I innual .. Audit  I ReDort = Not D e t a W .  

d. Audit w i o d  
e. Admlnistratiw need 
f. Federal retention instructions 

*PL 93-380, Sect. 510 *After completion of project under a federal grant, loan or other 
Attach copy or excert of laws or regulations. Explain administrative-need. - "- I arrangement. 

. ~ L ~  

! 

-_then, 

Hold in the current files area -month(s) __I_ 2 year(s); then 
0 Transfer to local holding area; hold 
Ia Transfar to State Records Center; hold 6 - - y c a r ( s l ;  then 

0 Transfer to State Archives for permanent retention. 
0 Ochar (SmiW) 

-year($); then 

Destroy. 

- 

! ; 

These instructions apply to all prior and future accumulations of the series. 

(If disapproved, attach letter 

. .  


